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The purpose of this brochure is to provide 
information to private enterprises that want 

to do business with the federal government 
which, through the Department of Supply 

and Services, annually spends two billion 
dollars on the purchase of goods and services. 


The Department 
of Supply and Services 


The Department of Supply and Services, 
established in 1969 in response to 
Glassco Commission recommendations 
on federal government organization, 
Carries out many functions previously 
handled by other departments. To deal 
effectively with these widely varying res- 
ponsibilities, the department is divided 
into two sections — the Supply Adminis- 
tration and the Services Administration, 
each under direction of a deputy minis- 
ter. 

The Services Administration is the 
government’s accounting arm while the 
Supply Administration is responsible for 
providing centralized services in fields 
that include printing and publishing, 
traffic management, security, equip- 
ment maintenance and repair, and 
warehousing and distribution. 

However, the Supply Administration 
is also the government purchasing agent 
and in this capacity it buys two billion 
dollars worth of goods and services 
annually for other departments and 
agencies. Supply’s activity in this area 
is the subject matter of this booklet. 


“‘The Federal Government 
your client’’ 

This brochure answers the questions 
most frequently asked by Canadian sup- 
pliers of goods and services. However, 
no attempt is made to cover the details 
involved in high-technology purchases 
such as military weaponry and sophisti- 
cated electronic systems. Because of 
the complex nature of these require- 
ments, the procedures that apply to the 
purchase of standard items sometimes 
have to be modified. 


This booklet was first published in 
1974, titled ‘‘How to do Business with 
the Department of Supply and Services’’ 
and was distributed widely among Cana- 
dian suppliers. It is the department’s 
hope that this latest version, incorpora- 
ting changes in policy and procedures, 
will get even broader circulation and 
thus encourage more suppliers, particu- 
larly small and medium size operations, 
to start doing business with the federal 
government. 

In printing and publishing opera- 
tions there are some variances in tende- 
ring and contracting. Printers who are 
interested in bidding for federal con- 
tracts, or who are now on departmental 
source lists, should obtain a copy of 
“Doing Print Business with the Federal 
Government’. The booklet is available 
from the Director, Printing Products 
Centre, Hull, Qué., K1A OS5. 
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Who can bid on government 
contracts? 

All Canadian business and industrial 
operations are eligible. The only 
requirement is that you must indicate 
your interest and be prepared to provide 
evidence that you can supply needed 
goods or services in accordance with 
the time, cost, quality, performance and 
other terms and conditions. 


How do you usually invite bids? 
There are three ways: 

An Invitation and Tender is normally 
used for all purchases of more than 
$5,000 where two or more bids are 
requested and the contract award is to 
be based on the lowest responsive bid. 
Unclassified tenders are opened 
publicly. 

Bids that contain deviations from 
the essential elements, terms and condi- 
tions of the invitation will be considered 
non-responsive and disqualified. 

Requests for Quotations may be used 
for all purchases of less than $5,000. 
They are not opened publicly. 

Requests for Proposals are used for 
all non-competitive purchases valued at 
more than $5,000 and for competitive 
purchases where the selection of the 
supplier cannot be made solely on the 
basis of the lowest-priced responsive 
bid. The evaluation of proposals is based 
on schedule, price and the relevant 
technical, scientific, financial, mana- 
gerial and socio-economic factors iden- 
tified in the solicitation. Requests for 
proposals are not opened publicly. 


What do you mean exactly by the 
terms ‘late’ and ‘delayed’ bids? 

A late bid is any offer that is not received 
in the specific location designated in the 
solicitation for the receipt of bids until 
after the stipulated bid closing date and 
time. 


A delayed bid is any offer that is not 
received in the specific location desig- 
nated in the solicitation for the receipt 
of bids until after the stipulated bid clos- 
ing date and time because of delay in 
delivery attributable to actions or omis- 
sions by our department. 


What is your policy on late and 
delayed bids? 

Late bids are not accepted. They are 
returned unopened as soon as possible 
following receipt. Occasionally it is nec- 
essary to open the envelope to deter- 
mine the name and address of the ten- 
derer. 

An unopened, correctly addressed 
delayed bid received prior to the con- 
tract award will be considered on time 
provided: (1) the delay can be substan- 
tiated as having been due solely to an 
abnormal delay in the mail, and (2) it can 
be substantiated that it was received by 
us in sufficient time to be delivered to 
the designated location, but was delayed 
because of handling in our department. 

We will not accept late bids sent by 
telex or telegram, and the awarding of 
a contract will not be delayed pending 
reconsideration of a late bid. 


What do you mean by ‘abnormal delay 
in the mail’? 
Forty-eight hours before closing time 
and date is considered sufficient time for 
mail to be delivered on time. Therefore, 
mail sent with less than 48 hours remain- 
ing before closing time cannot be 
accepted as a delayed bid. 

From outside of Canada, bids must 
be mailed a minimum of 96 hours before 
closing time. 


What evidence must | show to prove 
that a bid was delayed in the mail? 
A postmark showing the time and date 
of cancellation or an official receipt for 
registered mail is needed to show that 
a bid was mailed on time. A date and 
time stamp indicates when a bid was 
received by our department. 

Postage meter dates are not nor- 
mally cancelled by a postmark and, 
therefore, are not acceptable as evi- 
dence of timely mailing. 


If | see that | can’t bid in time through 
the mail, is there any other way to 
submit a bid? 

If you doubt that your bid will be 
received on time, you can use a telex 
or a telegram to submit your quotation. 
Send to: The Executive Secretary, Sup- 
ply Administration, Department of Sup- 
ply and Services. 

Include the following information: 
the Invitation to Tender number; closing 
date and hour; list item number, price, 
items and delivery date; and FOB point 
and federal sales tax. The telex number 
for submitting quotations to head office 
is DSS HULL 053-3703. 

A bid received by telex or telegram 
before closing time should be confirmed 
by the regular Bid form. 


Where do we mail or deliver bids? 
The Executive Secretary, 

Supply Administration, 

Department of Supply and Services, 
Place du Portage, Phase Ill, 

Core 1B1, Room 1-335, 

11 Laurier Street, 

Hull, Qué., 

K1A 1C9. 

For regional or district requirements, see 
listing on page 14. 


Do you accept bids 24 hours a day? 
Yes. During office hours, 8 am to 4 pm, 
bids should be delivered to the address 
given earlier. After office hours, nights, 
weekends and holidays, bids can be 
deposited in a Bid Depositary Box 
located near the commissionnaire’s 
desk in the main lobby. 


What security arrangements do you 
have for handling bids? 

When bids are received, they are placed 
in a double-locked box until the date and 
time of the official opening. 


Are all Invitations and Tenders 
opened in public? 

All Invitations and Tenders, except those 
with security classifications, are opened 
in public. 


Who may be present at public 
openings? 
Any person may attend public openings. 


Is information available on bids not 
opened publicly? 

Yes, after the contract is awarded. For 
information on contracts issued from the 
head office, write to: Executive Secre- 
tary, Supply Administration, Depart- 
ment of Supply and Services, Hull, 
Qué., K1A OS5. 

For information on contracts origin- 
ating in regional or district offices, get 
in touch with the issuing office. (See list 
on page 14.) 


Where can | get more detailed 
information on bidding procedures 
and policy? 

Write the Executive Secretary, Supply 
Administration, or our regional office in 
your area. 


Contracts 


How are contracts awarded? 

We consider that competition in the 
market place establishes a fair price and 
that the best way to award a contract 

is to get competitive bids from several 
suppliers. 


When is payment made on contracts? 
We usually pay accounts within an 
average of 30 days from the receipt of 
the invoice or goods, whichever is later. 


What about progress payments? 
Progress payments may be made for 
long-term, high-value contracts or 
others that require lengthy tooling-up or 
production periods. 


Under what circumstances would 

a contract be terminated? 
Termination of a contract could follow 
failure to meet contractual standards for 
quality and delivery, or when the 
requirement no longer exists for the 
goods and services ordered. 


Does your make or buy policy mean 
more contracts for the private sector? 
Yes. A good example is the Canadian 
Government Expositions Centre that 
produces exhibits for government 
departments. The centre contracts out 
a significant amount of work in research, 
design, fabrication and graphics and is 
interested in maintaining a source list of 
suppliers. For information, write to the 
Canadian Government Expositions 
Centre, Ottawa, Ont., K1A O71. 


Another area that relies heavily on 
contracting out is research and develop- 
ment. Details on requirements in science 
and technology are contained in the 
Research and Development Bulletin that 
is available from the Director General, 
Science Centre, Hull, Qué., K1A OS5. 


What is a standing offer? 

A Standing Offer is a method of supply 
used by our department to provide cus- 
tomers with direct access to sources of 
supply for items and services at pre- 
arranged prices and fixed terms and 
conditions for specific periods of time 
on an as required basis. 

These types of arrangements are 
usually restricted to items and services 
available through outlets near the user 
department or agency location. Standing 
Offers are used for items such as phar- 
maceutical supplies, tires and tubes, 
petroleum and oil, lumber, electrical 
supplies, plumbing supplies and repair 
and maintenance of equipment. 
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What about contract possibilities 

in the export market? 

Business opportunities available through 
our department are not limited to sales 
to the Government of Canada. There is 
also a sizeable export market, access 

to which is assisted by the Canadian 
Commercial Corporation, a government 
agency that seeks out Canadian sources 
of supply for foreign governments. 

You can be included in the 
agency’s bidders’ mailing list simply by 
indicating your desire to export when 
applying to the department for listing as 
a supplier. 


Can you offer any advice 

on subcontract leads? 

Contract information published in the 
Weekly Bulletin of Business Opportuni- 
ties and the Research and Development 
Bulletin is a potential source of leads for 
subcontracts. For more detailed guid- 
ance write the Executive Secretary, 
Supply Administration. 


Where can | get information on 
contracts that have been awarded? 
Information on successful bidders for 
unclassified contracts of $10,000 and 
over is published in the Weekly Bulletin 
of Business Opportunities. To get on 
the mailing list, write the Information 
Services Branch, Department of Sup- 
ply and Services, Hull, Qué., K1A 0S5. 

Information on successful bidders 
for research and development contracts 
is published in the monthly Research 
and Development Bulletin. To get on the 
mailing list, write the Science Centre, 
Department of Supply and Services, 
Hull, Qué., K1A OSS. 


Do you buy on a regional basis 

as well as nationally? 

Yes. In addition to head office, we have 
19 regional/district and sub-offices 
throughout the country. 


Do you maintain items in stock? 
Stocked items are maintained in regional 
supply centres across Canada to meet 
the routine needs of departments and 
agencies located in those areas. An 
example would be cleaning supplies and 
stationery. The determination of what 
items are to be stocked is made by our 
department. For more information con- 
tact our office in your area. 


Source Lists 


What are source lists? 

We keep extensive records of thousands 
of commodity groupings we purchase, 
and matched against these are the 
names of companies that have indicated 
they want to be considered as suppliers, 
and which we consider capable of carry- 
ing out a contract. These records are 
individual source lists and we refer to 
them when requirements arise. 


How do | get my firm listed? 

Write to the Executive Secretary, Supply 
Administration, in Hull, or our regional 
or district office in your area. Separate 
lists are maintained at head office and 
in each regional or district office. 


Are suppliers ever removed from your 
source lists? 

If suppliers consistently fail to bid, with- 
out adequate reason, or do not meet the 
terms of contracts, they may be 
removed from the lists. In all cases the 
supplier is advised before action is taken. 


Tips on doing business 
If you have products or services you 
would like to supply, let us know. 

Help us keep our lists up-to-date. 
With more than 60,000 firms supplying 
close to 20,000 items and services (and 
both figures are growing), we need your 
help to maintain our lists at the head 
office and regional levels. If you have a 
new product, or if you have dropped 
any, let us Know. It is in your interest to 
help us. 

Reply to our invitations to bid either 
by bidding or by telling us that you don’t 
intend to bid in that particular instance. 
We won't drop you from our lists if you 
are not interested in a particular invita- 
tion to bid. 

Contract terms may vary from one 
requirement to the next. Avoid problems 
by knowing what’s expected of you and 
what you may expect from us. The Bid 
forms and the contract spell out mutual 
legal responsibilities — clear up any 
doubts before you begin. 


In your desire to be competitive, 
don’t overlook things like special pack- 
aging, marking or shipping instructions 
that may not be routine. Include in your 
bid all legitimate items of cost which you 
expect to recover. 

Remember that smaller companies 
play an important role in the supply of 
goods and services to the federal gov- 
ernment. You have the right and are 
invited to participate in the government 
procurement program. 

Send your bid in so that it is 
received on time. Your bid must reach 
us before the stated closing time to be 
valid. Late bids will be returned to you 
unopened. 

Keep the deadline for receipt of bids 
in mind. If you really want to bid, but 
need time beyond the deadline, immedi- 
ately ask for an extension. Depending 
on the circumstances, it is quite possible 
that an extension could be granted. 

To avoid delays in payment send all 
necessary documents to the specific 
address in your contract. Bill accurately 
and completely. Follow your contract’s 
invoicing instructions explicitly. Always 
include the correct reference numbers. 
These measures will ensure prompt pay- 
ment. 

Where in-plant inspection is 
required, make arrangements in 
advance by contacting the inspection 
authority named in your contract. 


11 


ibe 


Goods and services 
purchased by the federal 
government 


Product Centres 

The Supply Administration has eleven 
separate units, known as product 
centres, that bring together the expertise 
necessary to manage product lines and 
industry sector relations on an inte- 
grated national basis. Located in the 
Place du Portage head office, these 
product centres are responsible for pur- 
chasing specific commodities, items and 
services as shown below. The mailing 
address for all the centres is: Place du 
Portage, Phase Ill, 11 Laurier Street, 
Hull, Qué., K1A OS5. 


Mechanical and Construction 
Products Centre 

Construction Materials, Mechanical 
Products, Scientific Equipment and 
Instruments. 

7» Floor, Core A2-B1 

Tel.: (819) 997-5470 


Office Products Centre 

Office Equipment, Supplies, 

Furniture — General and 
Modular. 

6th Floor, Core A2-B1 

Tel.: (819) 997-6430 


Transportation and Energy Products 
Centre 

Energy and Chemicals, Standard Vehi- 
cles, Special Vehicles. 

7 & 8th Floors, Core B3 

Tel.: (819) 997-5861 


Professional and Special Services 
Centre 

Special Projects, Professional and Spe- 
cial Services, Aircraft Charter and 
Survey, Aircraft Charter Service, 
Security Services. 

10 Floor, Core B3 

Tel.: (819) 997-7097 


Printing Products Centre 

Printing: Forms, Paper, Publications, 
Envelopes. 

5" Floor, Core B1-B3 

Tel.: (819) 997-7794 


Food, Drug and Textile Products 
Centre 

Clothing, Textiles, Food, Drugs. 

9 Floor, Core B3 

Tel.: (819) 997-6922 


Science Centre 

Communications and Transportation 
Research, Universities and Human 
Sciences, Energy and Earth 
Resources, NRC and Military 
Research, Environmental Manage- 
ment and Protection, Fisheries, 
Marine and Atmospheric Sciences, 
Agriculture and Life Science. 

10, 11, 12° Floors, Core C1 

Tel.: (819) 997-7468 


Aerospace and Armament Products 
Centre 

Fighter and Reconnaissance Aircraft: 
Project, Overhaul and Maintenance, 
Production. 

Transport Aircraft: Light and Medium 
Transport 9/C, Stol and Utility Air- 
craft, Rotary Wing Aircraft Systems, 
Propulsion Systems, Propulsion Sys- 
tems and Subsystems, Age Mainte- 
nance Spares, Industrial Support 

Armament: Land Services, Sea-Air Ser- 
vice, Weapons. 

8, 9 Floors, Core C1-C2 

Tel.: (819) 997-5560 


Electronics and Data Processing 
Products Centre 

Communications, Electronic Systems: 
Avionics, ASW and Satellites, Radar 
and Control Systems. 

Logistics Support: Repair, Overhaul 
and Maintenance, Proprietary and 
Test Equipment, Electrical and Elec- 
tronic Services, Data Processing, 
Electrical Products, Electronic Equip- 
ment. 

2, 3, 4" Floors, Core 4-C2 

Tel.: (819) 997-5500 


Marine and Industrial Machinery 
Products Centre 


Marine: Ship Construction, Ship Refits. 


Industrial Products: Industrial Equip- 
ment, Mobile Equipment, Power 
Equipment, MAPP Project. 

Logistics: Spares and Parts. 

5, 6" Floors, Core C1-C2 

Tel.: (819) 997-6962 


Canadian Government Expositions 
Centre 

Exhibits and Displays 

440 Coventry Road 

Ottawa, Ontario 

K1A OT1 

Tel.: (613) 993-1848 
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Regional district supply 
offices and sub-offices 


Halifax/ Dartmouth 

Atlantic Region Supply Centre 
Supply and Services Canada 
Morris Drive at Akerley Boulevard 
Burnside Industrial Park 

P.O. Box 3000 

Main Post Office 

Dartmouth, Nova Scotia 

B2Y 4A8 

Tel: (902) 426-3881 

Telex: DSS REGSUP DRT 019-31554 


Saint John 

District Supply Office 

Supply and Services Canada 

Room 229, Customs Building 

189 Prince William Street 

Saint John, New Brunswick 

E2L 2B9 

Tel: (506) 658-4895 

Telex: DSS REGSUP SNB 014-47293 


Goose Bay 

Purchasing Sub-Office 

Supply and Services Canada 

Building 271 

P.O. Box 7001, Station ‘‘A”’ 

Goose Bay, Labrador 

AOP 1C0O 

Tel: (709) 896-2191 

Telex: DSS SUPCENG G-BAY 016-2240 


Saint John’s 

District Supply Office 

Supply and Services Canada 
Building 205, Mitchell Place 
Pleasantville 

Saint John’s, Newfoundland 

A1A 188 

Tel: (709) 737-5396 

Telex: DSS REGSUP SNF 016-4672 


Montreal 

Quebec Region Supply Centre 
Supply and Services Canada 

800 Golf Road 

Nuns’ Island 

Montreal, Quebec 

H3E 1G9 

Tel: (514) 283-5791 

Telex: DSS REGSUP MTL 05-25425 


Quebec 

District Supply Office 

Supply and Services Canada 

Room 301 

1040 Belvédére Avenue 

Quebec, Quebec 

G1iS 4N1 

Tel: (418) 694-3151 

Telex: DSS REGSUP QBC 051-3559 


Longue-Pointe 

Purchasing Sub-Office 

Supply and Services Canada 
6769 Notre-Dame Street East 
Montreal, Quebec 

H1N 2E9 

Tel: (514) 283-6703 

*Telex: COMM SQN MTL 01-26125 


Mont-Joli 

Supply Office 

Supply and Services Canada 
1534 Jacques Cartier Boulevard 
Mont-Joli, Quebec 

G5H 2V8 

Tel: (418) 775-8849 


Ottawa 

Capital Region Supply Centre 
Supply and Services Canada 
1010 Somerset Street West 
Ottawa, Ontario 

K1A0T4 

Tel: (613) 992-2501 

Telex: DSS ISC OTT 053-3573 
(SEE NOTE) 


Toronto/ Etobicoke 

Ontario Region Supply Centre 
Supply and Services Canada 
295 The West Mall 

Suite 200 

Etobicoke, Ontario 

M9C 5A4 

Tel: (416) 622-8111 

Telex: DSS REGSUP MSGA TOR 
06-961225 


London 

Purchasing Sub-Office 
Supply and Services Canada 
Room 523 

457 Richmond Street 

London, Ontario 

N6A 3E3 

Tel: (519) 679-4035 

*Telex: IAND LON 064-7127 


Downsview 

Purchasing Sub-Office 

Supply and Services Canada 

€7 0 C3Fs6B TORONTO 

Building 151 

Downsview, Ontario 

Tel: (416) 633-6200 

*Telex: DSS DNWV TOR 02-29900 


Burlington 

Purchasing Sub-Office 
Supply and Services Canada 
867 Lakeshore Road 
Burlington, Ontario 

EVR Si 

Tel: (416) 637-4300 

*Telex: CCIW BUR 061-8296 


North York 

Purchasing Sub-Office 

Supply and Services Canada 

c/o Atmospheric Environment 
Services 

4905 Dufferin Street 

Downsview, Ontario 

M3H 5T4 

Tel: (416) 667-4929 

*Telex: DOE HQAES TOR 06-964582 


Winnipeg 

Manitoba Region Supply Centre 
Supply and Services Canada 

266 Graham Avenue 

7th Floor 

Winnipeg, Manitoba 

R3C 3W6 

Tel: (204) 949-6114 

Telex: DSS REGSUP WPG 07-57734 


Edmonton 

Western Region Supply Centre 
Supply and Services Canada 
2nd Floor — Oliver Building 
10225 — 100 Avenue 

Edmonton, Alberta 

Ukes is) 

Tel: (403) 425-5186 

Telex: DSS PUR EDM 037-3960 


Regina 

District Supply Office 
Supply and Services Canada 
Room 1000 

1867 Hamilton Street 
Canadian Imperial Bank of 
Commerce Building 

Regina, Saskatchewan 

S4P 2C3 

Tel: (306) 569-5601 

Telex: DSS REGSUP REG 071-2731 


Calgary 

District Supply Office 

Supply and Services Canada 

Room 620 

220 — 4th Avenue S.E. 

P.O. Box 2904, Station ‘‘N”’ 

Calgary, Alberta 

T2P:3C3 

Tel: (403) 231-5701 

Telex: DSS REGSUP CGY 038-21884 
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Vancouver/ Richmond 

Pacific Region Supply Centre 
Supply and Services Canada 

3551 Viking Way 

Richmond, British Columbia 

V5V 1W6 

Tel: (604) 544-6364 

Telex: DSS REGSUP VCR 043-55731 


Victoria 

District Supply Office 

Supply and Services Canada 

Room 318, Canadian Customs House 
816 Government Street 

Victoria, British Columbia 

V8W 1X2 

Tel: (604) 556-3160 

Telex: DSS DISSUP VIC 044-8380 


*Uses other departmental telex facilities. 


NOTE: 

With the exception of the Capital Region 
Supply Centre, all other messages transmitted 
to DSS Ottawa must be addressed: — DSS 
Hull 053-3703 
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